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PY381 Using the Single-Use Payroll Online Tool (SPOT)

Overview of the Using the Single-Use Payroll Online Tool (SPOT)

The Single-Use Payroll Online Tool (SPOT) tool is used by Payroll Administrators to enter one-time
transactions affecting pay or deductions in Cardinal. Transactions can be entered online in SPOT or
through a spreadsheet upload.

This Job Aid provides information on entering earnings and deduction transactions (online or
spreadsheet upload), deleting SPOT batches, SPOT transactions approvals, and reviewing batches
after approval.
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Enter an Earnings Transaction in SPOT

1. Navigate to the Enter SPOT Transactions page using the following path:

PY Job Aid

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Navigator > Payroll for North America > Payroll Processing USA > Create and Load

Paysheets > Enter SPOT Transactions

Enter SPOT Transactions

¥ Search Criteria

Company

Pay Group

Pay Period End Date

Transaction Type

Batch Identity

Batch Status

Created By

[JCase Sensitive

Find an Existing Value | Add a New Value

begins with
begins with
:
begins with
B
begins with

Limit the number of results to (up to 300). | 300

Search H Clear I Basic Search " Save Search Criteria

Find an Existing Value | Add a New Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

2. Click the Add a New Value tab.
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The Add a New Value tab displays.

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Enter SPOT Transactions

Find an Existing Value Add a New Value

Batch Identity NEXT

New Window | Help

Company Q |
Pay Group Q |
Pay Period End Date Q, |

Transaction Type | Earnings

i

Find an Existing Value | Add a New Value

The following table provides a brief description of each field within the Add a New Value tab:

Field Description

Batch Identity

Defaults to NEXT. This number will automatically generate when the
batch is saved.

Company Select your company. If you have access to enter transactions for
multiple companies, select the appropriate company.
Pay Group Select the appropriate employee(s) pay group(s).

Pay Period End
Date

Select the appropriate transaction’s pay period end date (the pop-up
window will only show pay periods that have not been confirmed).

Transaction Type

Select the appropriate type of transaction.

Earnings — earnings in addition to time and labor or additional
pay (typically one time or amounts that vary from pay period to
pay period).

Deductions — deduction overrides, extra deductions or deduction
refunds.

3. Enter/select the appropriate values in the Company, Pay Group, Pay Period End Date, and

Transaction Type fields.

4, Click the Add button.
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The Enter SPOT Transactions page refreshes with the Enter Payroll SPOT Trans tab displayed.

New Window | Help [ Personalize Page

Batch Status New

Enter Payroll SPOT Trans
Company DOA  Department of Accounts Batch Id NEXT
Pay Group SM1  Semimonthly Class (SUNSATOT7) Created By
Pay Period End 12/08/2019 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt :

Total Hrs =
Modified By

[ Attach Files

)

B e ™ A N e N N I o T e e "

I Upload Files I Process Monitor

Note: The Header section populates with the information previously entered on the Add a New

Value tab.

The following table provides a brief description of additional fields included in the Header section of the
Enter Payroll SPOT Trans tab:

Field Description

Batch Status

Updates based on actions taken to the batch. Batch statuses include:

e New — when a new batch is initiated.

e Created — when the batch is saved.

e Validated — when the batch is validated.

¢ Modified after Validation — when the batch is changed after
validation

e Submitted — when the batch is submitted for approval.

¢ In Review — when the approver is reviewing the batch for
approval.

¢ Closed — after the approver has submitted the batch to payroll.

Batch ID

Defaults to “NEXT”; automatically updates when the batch is submitted.

Created By

Displays the name of the Payroll Administrator who created the batch.

Submitted By

Displays the name of the Payroll Administrator who submitted the batch.

Approved By

Displays the name of the SPOT approver who approved the batch.

Note: For further information on the Attach Files and Upload Files buttons, see the Spreadsheet
Upload section of this Job Aid.

5. Scroll down to the Detail Data and Validation tabs below the Header section.
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The Detail Data tab displays by default.

g Q
Detail Data Validation | |Ir

Empl ID Earns Begin Dt

Comments  Seq# Empl Red  Name Payroll Status  Earn Code Description

1

| Validate |

oQ Q

bt Row Counts
Rows Valid:

**Total Hours & Amount are updated on Validation R e
ows Error:

**ialid Row and Error Row Count are updated on Validation Total Rows:

PY381 Using the Single-Use Payroll Online Tool (SPOT)

I e W L NMAJM%HV'MWM“WNM%J\NIW\

Earns End Dt

PAANA Dty a o |

Note: Use the scroll bar at the bottom of the page to move left/right as required.

The Detail Data tab is used for one-time transactions.
The Validation tab is used to view the status of validated transactions.

a.

b.
6. Click the Comments bubble.

The SPOT Comments page displays in a pop-up window.

SPOT Comments page x

Help

Empl ID
Empl Record
Seq#

Comment

OK Cancel |

7. Enter any applicable comments in the Comment field, as required.

8. Click the OK button.
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PY381 Using the Single-Use Payroll Online Tool (SPOT)

The Detail Data tab returns.

T N e W NPV \maJM%HM‘WW“W%,J\NI“\

B Q
Detail Data Validation | II»

Comments  Seq# Empl ID EmplRcd | Name Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt
@ I 1 Q I 0Q Q
Validate ‘ Submit Row Counts
**Total Hours & Amount are updated on Validation :::z ::‘_:'
*=\/alid Row and Error Row Count are updated on Validation Total Rows:

AN A Dty g oty |

9. The Seqg# field auto-populates and is read-only.
10. Enter/select the appropriate Employee ID using the Empl ID field look-up icon.

The Detail Data tab refreshes.
R B T T e M N NI A WP

B Q
Detail Data Validation | |I»

~

Comments  Seq# Empl ID EmplRed Name Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt
1 @ 1 Q I 0Q Active Q I
Validate Submit Row Counts ?
**Total Hours & Amount are updated on Validation ;::z ::: %
*=\/alid Row and Error Row Count are updated on Validation Total Rows:
¢

11. Enter/select the applicable Empl Rcd as required using the Empl Rcd field look-up icon.
12. Verify the auto-populated Name in the Name field.
13. Verify the Payroll Status in the Payroll Status field.

Note: A Paysheet is created for pending SPOT transactions during the SPOT load if the Payroll
Status is “Terminated”.

14. Enter/select the appropriate Earnings Code using the Earn Code field look-up icon.
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The Detail Data tab refreshes.

15.
16.

17.

18.

19.
20.
21.

22.

Payroll Status Earn Code Description Earns Begin Dt Earns End Dt ;:ﬁiuds Tax Method Oth Hrs Hourly Rate Amount {

Active MLG Q IMiIeage 1 Annualized ~ P
¥

¢
$
3

NS N I

g

ows:

Verify the Description field correctly auto-populated based off the selected Earnings Code.

If the earnings apply to a prior pay period, enter the appropriate Earnings Beginning and End Dates
using the Earns Begin Dt and Earns End Dt calendar icons.

The Tax Periods field defaults to “1” and refers to the number of pay periods covered by the
earnings payment.

Note: The Tax Periods field is used in conjunction with the annualized tax method.
Select the appropriate Tax Method using the Tax Method field drop-down menu.

Note: Annualized and Supplemental are the most frequently used tax methods. The Annualized
Tax Method multiples the earnings by the pay periods and taxed based upon the annualized
amount. (The Tax Period field impacts how the earnings are annualized). The Supplemental Tax
Method is most often used for bonus payments.

Enter the applicable hours in the Oth Hrs field to one decimal place (e.g., 8.0).
Enter the applicable hourly rate in the Hourly Rate field to two decimal places (e.g., 22.55).

Enter the applicable amount in the Amount field to two decimal places (e.g., 200.00). The amount
can be a positive or negative number, based upon the value selected in the Earn Code field.

Note: The Oth Hrs, Hourly Rate, and Amount fields are available only if applicable based upon
the value selected in the Earn Code field.

Scroll to the right, as required.
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PY381 Using the Single-Use Payroll Online Tool (SPOT)

The remaining fields on the Detail Data tab display.
/WW\WAAMWMAW&MWWWMMHMAM

1-10f1 v | View Al

" Benefit Genl Ded
Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken Subset ID Genl Ded Taken Subsst Sepchk #

Annualized ~ 200.00 IDedudiun ~ Q Deduction Q 0 = - I

" Add H Update/Display |

W PNV A V.V AV e

23. Select the appropriate value from the Benefit Ded Taken drop-down menu.

a. Deduction — all benefit deductions are taken from the earnings
b.  None — no benefit deductions are taken from the earnings
c. Subset — a subset of benefit deductions are taken from the earnings

Note: A Benefit Subset ID value must be selected in the Benefit Subset ID field if the “Subset”
value is selected in the Benefit Ded Taken field. If “Subset” was not selected, do not select a
value in the Benefit Subset ID field and skip to step 25.

24. Enter/select a value using the Benefit Subset ID field look-up icon.

a. BNS (Bonus) — Annuity and Deferred Compensation deductions will be taken from the
earnings

b. GRN (Garnishment Only) — Garnishment and Garnishment fee deductions will be taken

c. SPT (SPOT Allow) — Not used by Cardinal

d. LVS (Leave Share) — All deductions will be taken from the earnings

25. Select a value from the Genl Ded Taken field drop-down menu.

a. Deduction — all benefit deductions are taken from the earnings
b.  None — no benefit deductions are taken from the earnings
Cc. Subset — a subset of benefit deductions are taken from the earnings

Note: A General Deduction Subset value must be selected in the Gen Ded Subset field if the
“Subset” value is selected in the Genl Ded Taken field. If “Subset” was not selected, do not select
a value in the Gen Ded Subset field and skip to step 28.

26. Enter/select a value using the Gen Ded Subset field look-up icon.

a. BNS (Bonus) — Annuity and Deferred Compensation deductions will be taken from the
earnings

b. GRN (Garnishment Only) — Garnishment and Garnishment fee deductions will be taken

SPT (SPOT Allow) — Not used by Cardinal

d. LVS (Leave Share) — All deductions will be taken from the earnings

o

Rev 11/30/2021 Page 8 of 66



PY Job Aid

//;/ Cardinal
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27. Update the Sepchk# field, as necessary. The Sepchk# field defaults to “0”, indicating the earnings
will be added to the employee’s next check. Incrementally update this field incrementally by one if

the employee requires a separate check(s).

Note: The Benefit Deduction Taken and General Ded Taken fields are required if the Sepchk#

field is updated with any number except “0”.

28. Click the Add a Row icon (+) to add an additional item. Repeat steps 5 — 28 until all SPOT

earnings transactions are added.

29. Click the Delete a Row icon (-) to delete a line.

Note: Submit a help desk ticket to delete a line that has already been saved.

30. Scroll to the left, as required.

{ Enter Payroll SPOT Trans |

Company DOA  Department of Accounts
Pay Group SM1  Semimonthly Class (SUNSATO7)
Pay Period End 12/09/2019
Transaction Type Earnings
Batch Status New
‘ Attach Files |
5 Q

[ Detail Data

‘ Validation ‘u»

Comments  Seq# Empl ID EmplRcd  Name
1 @ 1 Q oQ
Validate Submit

**Total Hours & Amount are updated on Validation

**falid Row and Error Row Count are updated on Validation

Batch Id NEXT
Created By
Submitted By

Approved By

Totals (only for Valid rows)

Total Amt :
Total Hrs :

Modified By
Upload Files Process Monitor
Payroll Status  Earn Code Description Earns Begin Dt
Active MLG Q Mileage
Row Counts
Rows Valid:

Rows Error:
Total Rows:

P i W e Vi O W Ve WLt VeV Y

31. Click the Save button.
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PY381 Using the Single-Use Payroll Online Tool (SPOT)

The Enter SPOT Transactions page refreshes.

Enter Payrell SPOT Trans é
Company DOA  Department of Accounts Batch Id 10
Pay Group SM1  Semimonthly Class (SUNSATO7) Created By
PFay Period End 12/09/2019 Submitted By Totals (only for Valid rows) 2
Transaction Type Earnings Approved By Total Amt : .\
Total Hrs :
Batch Status Created Medified By
‘ Attach Files ‘ Upload Files Process Monitor
H Q
I Detail Data ’ Validation I3
Comments  Seq# Empl ID EmplRed  Name Payroll Status Earn Code Descriptien Earns Begin Dt (
1 @ 1 Q 0Q Active MLG Q Mileage
Validate Submit Row Counts
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error: 3
*alid Row and Error Row Count are updated on Validation Total Rows: {
l Save l | Return to Search ‘ (

Note: After a batch is saved, additional items can still be added as necessary.
32. Verify the Batch ID field populates with a number (“10” in the example above).
33. Verify the Batch Status field updates to “Created”.

34. Click the Validate button to validate individual fields as well as combinations of fields.
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PY381 Using the Single-Use Payroll Online Tool (SPOT)

The Enter SPOT Transactions page refreshes.

I Enter Payroll SPOT Trans %
Company DOA  Department of Accounts Batch Id 10
Pay Group SM1  Semimonthly Class (SUNSATO7) Created By
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt 200.00
Total Hrs : {
| Batch Status Validated | Medified By
‘ Attach Files ‘ Upload Files Process Monitor
5 Q
{ Detail Data | { Validation | 113
Comments Seq# Empl ID Empl Red  Name Payroll Status Earn Code Description Earns Begin Dt
1 @ 1 Q 0oQ Active MLG Q Mileage 5
Validate | | Submit Row Counte
Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error:
**Valid Row and Error Row Count are updated on Validation Total Rows: 1
[ Save ] ‘ Return to Search | }

35. The Batch Status updates to Validated.
36. The Totals (only for Valid rows) section provides a summary of:

a. Total Amt — sum of the values entered in the Amount field for the batch
b. Total Hrs — sum of the values entered in the Oth Hrs field for the batch

37. The Row Counts section provides a summary of:

a. Rows Valid — the number of valid rows in the batch
b. Rows Error — the number or rows in the batch containing errors
c. Total Rows — total number of rows in the batch (sum of Rows Valid and Rows Error fields)

38. If the Rows Error field is blank, indicating all rows are valid, skip to Step 49.
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The screenshot below provides an example of a batch that contains an error.

39.

5 Q
{ Detail Data I Validation I 13
Comments Seq# Empl ID
1 @ 1 Q
2 2
Validate ‘ ‘ Submit

**Total Hours & Amount are updated on Validation

**Valid Row and Error Row Count are updated on Validation

Empl Red

0Q

0Q

Name

N”\_J_fmJ\J\/HN\W‘V\MMM__JHMM T U O N

Payroll Status Earn Code
Active MG Q
Active BON Q
Row Counts
Rows Valid: 1
I Rows Error: 1 I
Total Rows: 2

Description Earns Begin Dt
Mileage
Non-discretionary Bonus

(FLSA)

A A

If the Rows Error field populates with a number, indicating at least one row is not valid, click the

Validation tab.

The Validation tab displays.

Enter Payroll SPOT Trans

5 Q
I Detail Data Validation } I3
Comments Seq# Empl ID
1 @ 1 Q
2 & 2 Q
Validate | | Submit

**Total Hours & Amount are updated on Validation

**Valid Row and Error Rew Count are updated on Validation

Company DOA  Department of Accounts
Pay Group SM1  Semimonthly Class (SUNSATOT)
Pay Period End 12/09/2019
Transaction Type Earnings
Batch Status Validated
| Attach Files |

Empl Red

0oQ

oQ

Batch Id 1
Created By
Submitted By

Approved By

Total Amt : 200.00
Total Hrs :
Modified By
W Process Ivlonitor
1-20f2 v [ ViewAll
Name Status Review Status Error Msg
oK + -
+ -
Row Counts
Rows Valid: 1
| Rows Error: 1]
Total Rows: 2

New Window | Help | Personalize Page

Totals (only for Valid rows)

" Add || Update/Display |

The Validation tab displays the status of every line within a batch and an error message for lines

that are not valid.

The Status field displays one of two statuses:

o) OK - no errors
o Error — issue with line
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. If there is an error during validation, the Row Counts section displays the number of lines with an
error in the Rows Error field, the Status field populates with “Error” for all lines containing an

error, and a bubble populates in the Error Msg field for all lines containing an error.

40. Click the Bubble icon in the Error Msg field to view the error message.

The SPOT Review Notes Page pop-up window displays.

SPOT Review Notes page X
Help
Empl ID
Empl Record 0
Seq# 2
Notes If the benefit deduction taken is S(subset), the
subset is required ;If the General Benefit deduction
taken is S({subset), the General Benefit subset is
required ;
5
OK I‘ Cancel
41. Read through the Notes field and click the OK button.
The Validation tab returns.
New Window | Help | Personalize Page
Enter Payroll SPOT Trans
Company DOA  Department of Accounts Batch Id 1
Pay Group SM1  Semimonthly Class (SUNSATO07) Created By
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)
Transaction Type Earmings Approved By Total Amt - 200.00
Total Hrs :
Batch Status Validated Modified By
‘ Attach Files ‘ Upload Files Process Monitor
5 Q 120f2 v | ViewAll
Valgaton | ib
Comments  Seq# Empl ID Empl Red Name Status Review Status Error Msg.
1 @ 1 Q oQ oK + -
2 @ 2 Q 0oQ Error (] + -
validate | | Submit Row Counts
Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error: 1
**Valid Row and Error Row Count are updated on Validation Total Rows: 2
‘ Add ‘ ‘ Update/Display

42. Click the Detail Data tab.
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The Detail Data tab returns.

e Nt DN et l TN PN TSN e, i poe [T A

5 Q i
I Detail Data } I Validation } > (
Comments | Seq# Empl ID EmplRcd  Name Payroll Status Earn Code Description Earns Begin Dt
1 @ 1 Q 0Q Active MG Q Mileage
5 @ 9 a o Q AR BON Q Non-discretionary Bonus (
(FLSA) 3
| valicate | | Submit Row Counts §
Rows Valid: 1 F
**Total Hours & Amount are updated on Validation
Rows Error: 1
*alid Row and Error Row Count are updated on Validation Total Rows: 2
[ Save l ‘ Return to Search ‘ | Previous in List | Next in List (
A

43. Update the applicable fields to correct the identified errors.
44. Click the Save button.

The Enter SPOT Transactions page refreshes.

Enter Payroll SPOT Trans i
Company DOA  Department of Accounts Batch Id 1
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 200.00
Total Hrs :
| Bateh starus Modified After Validation | Modified By
‘ Attach Files ‘ Upload Files Process Monitor
5 Q
I Detail Data { Validation 113
Comments Seq# Empl ID EmplRcd  Name Payroll Status Earn Code Description Earns Begin Dt
1 @ 1 Q 0Q Active MG Q Mileage
[ . Non-discretionary Bonus
2 @ 2 Q 0oQ Active BON Q (FLSA)
T Row Counts ?
. Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error: 1
**Valid Row and Error Row Count are updated on Validation Total Rows: 2 J
l Save I ‘ Return to Search | ‘ Previous in List | Next in List J
5
LY

Note: All line items in a batch must pass validation before the batch can be submitted for approval.
The Submit button is not enabled until all lines are validated.

45. Verify the Batch Status field updates to “Modified After Validation”.
46. Click the Validate button.
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The Enter SPOT Transactions page refreshes.

[ Enter Payroll SPOT Trans \ ;
Company DOA  Department of Accounts Batch Id 1
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By
Pay Period End 12/08/2019 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt 1200.00
Total Hrs :
I Batch Status Validated I Modified By
| Attach Files ‘ Upload Files Process Monitor
B Q ftf
I Detail Data I [ Validation \ 1> i
Comments Seq# Empl ID Empl Red  Name Payroll Status Earn Code Description Earns Begin Dt {
1 @ 1 Q 0Q Active MLG Q Mileage
" Non-discretionary Bonus
2 & 2 Q oQ Active BON Q (FLSA)
Validate |1 Submit | Row Counts
Rows Valid: 2
**Total Hours & Amount are updated on Validation
I Rows Error: I
**/alid Row and Emmor Row Count are updated on Validation Total Rows: 2
[ Save I | Return to Search ‘ | Previous in List ‘ Next in List L

47. Verify the Batch Status field updates to “Validated”.
48. Verify the Rows Error field is blank, indicating all errors have been fixed.
49. Click the Submit button to submit the batch for review.

A Confirmation Message displays in a pop-up window.

Are you sure you want to submit the Batch? (25200,36)

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch?

0K ‘ Cancel

50. Click the OK button to submit the batch for review.

Note: A batch cannot be edited after it is submitted.

Rev 11/30/2021 Page 15 of 66



/’) Cardinal PY Job Aid

PY381 Using the Single-Use Payroll Online Tool (SPOT)

The Enter SPOT Transactions page returns.

[ Enter Payroll SPOT Trans I
Company DOA  Department of Accounts Batch Id 1
Pay SM1  Semimonthly Class (SUNSATOT) Created By
Group
Pay Period End 12/09/2019 I Submitted By I Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt - 1200.00
Total Hrs : g
[zatch status Submitted | Modified By
I Attach Files | Upload Files Process Monitor {
5 Q
I Detail Data I [ Validation I 113
Comments Seq# Empl ID E:’;I Name Payroll Status Ez::le Description Eal
1 @ 1 0 Active MLG Mileage
2 @ 2 0 Active BON Non-discretionary Bonus (FLSA)
Validate Submit Row Counts
. Rows Valid: 2
**Total Hours & Amount are updated on Validation
Rows Error:
*Vialid Row and Error Row Count are updated on Validation Total Rows: 2
[ Save I [ Return to Search | [ Previous in List | Next in List (

51. Verify the Batch Status field updates to “Submitted”.
52. Verify the Submitted By field updates to your information.
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Enter a Deduction Transaction in SPOT
1. Navigate to the Enter SPOT Transactions page using the following path:

Navigator > Payroll for North America > Payroll Process USA > Create and Load Paysheets >
Enter SPOT Transactions

Enter SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

w Search Criteria

Company | begins with Q

Pay Group | begins with Q

Pay Period End Date | = Q
Transaction Type | =

Batch Identity | begins with[]

Batch Status | =

Created By | begins with|\/] Q

[JCase Sensitive

Limit the number of results to (up to 300). | 300

'| ]
Search H Clear Basic Search 63 Save Search Criteria

Find an Existing Value | Add a New Value

2. Click the Add a New Value tab.
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The Add a New Value tab displays.

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Enter SPOT Transactions

Find an Existing Value Add a New Value

Batch ldentity NEXT

New Window | Help

Cempany Q, ‘

Pay Group Q, ‘

Pay Period End Date Q ‘

Transaction Type | Eamings

w

Find an Existing Value | Add a New Valus

The following table provides a brief description of each field within the Add a New Value tab:

Field Description

Batch Identity

Defaults to NEXT. This number will automatically generate when the
batch is saved.

Company Select your company. If you have access to enter transactions for
multiple companies, select the appropriate company.
Pay Group Select the appropriate employee(s) pay group(s).

Pay Period End
Date

Select the appropriate transaction’s pay period end date (the pop-up
window will only show pay periods that have not been confirmed).

Transaction Type

Select the appropriate type of transaction.

Earnings — earnings in addition to time and labor or additional
pay (typically one time or amounts that vary from pay period to
pay period).

Deductions — deduction overrides, extra deductions or deduction
refunds.

3. Enter/select the appropriate values in the Company, Pay Group, and Pay Period End Date fields.

4. Enter/select “Deductions” in the Transaction Type field.

5. Click the Add button.
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The Enter SPOT Transactions page refreshes with the Enter Payroll SPOT Trans tab displayed.

[ Enter Payroll SPOT Trans

New Window | Help | Personalize Page

Pay Period End 12/09/2019
Transaction Type Deduction

Batch Status New

Company DOA  Depariment of Accounts Batch Id NEXT
Pay Group SM1  Semimonthly Class (SUNSATO7) Created By

Submitted By Totals (only for Valid rows)

Approved By Total Amt :

Modified By

I Attach Files

I Upload Files ‘ Process Manitor

Note: The Header section populates with the information previously entered on the Add a New

Value tab.

The following table provides a brief description of additional fields included in the Header section of the
Enter Payroll SPOT Trans tab:

Field Description

Batch Status

Updates based on actions taken to the batch. Batch statuses include:

e New — when a new batch is initiated.

e Created — when the batch is saved.

e Validated — when the batch is validated.

¢ Modified after Validation — when the batch is changed after
validation

e Submitted — when the batch is submitted for approval.

¢ In Review — when the approver is reviewing the batch for
approval.

o Closed — after the approver has submitted the batch to payroll.

Batch ID

Defaults to “NEXT”; automatically updates when the batch is submitted.

Created By

Displays the name of the Payroll Administrator who created the batch.

Submitted By

Displays the name of the Payroll Administrator who submitted the batch.

Approved By

Displays the name of the SPOT approver who approved the batch.

Note: For further information on the Attach Files and Upload Files buttons, see the Spreadsheet
Upload section of this Job Aid.

6. Scroll down to the Detail Data and Validation tabs below the Header section.
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The Detail Data tab displays by default.

— e N NPV NI, W, VR g N N R N N O NN N s U
e N e S —— N,
5 Q ;:
Detail Data Validation | Iy
Comments Seq# Empl ID Empl Red Name Payroll Status Plan Type Benefit Plan Ded Code Description g
I 2 = 2 2 2 ¢
| Validate | Submit Row Counts
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
*=Valid Row and Error Row Count are updated on Validation Total Rows: 2

Note: Use the scroll bar at the bottom of the page to move left/right as required.

a. The Detail Data tab is used for one-time transactions.
b. The Validation tab is used to view the status of validated transactions

7. Click the Comments bubble.

The SPOT Comments page displays in a pop-up window.

SPOT Comments page *
Help
Empl ID
Empl Record 0
Seq# 1
Comment

OK I‘ Cancel |

8. Enter any applicable comments in the Comment field, as required.
9. Click the OK button.
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The Detail Data tab returns.

o N Nt N N . N e WO CNP N N s WY
I NN AN nin” Yol ST W S .
5 Q E
Detail Data Validation | II»
Comments  Seq# Empl ID Empl Red  Name Payroll Status Plan Type Benefit Plan Ded Code Description g
e | al] | oa Q Qa Q E
Validate ‘ Submit Row Counts
) Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
**Vialid Row and Error Row Count are updated on Validation Total Rows: j

10. The Seg# field auto-populates and is read-only.
11. Enter/select the appropriate Employee ID using the Empl ID field look-up icon

The Detail Data tab refreshes.

m/v/\ PN TN I e TN s N NS NN

5 Q
I Detail Data [ Validation 113
Comments | Seq# Empl ID Empl Red  Name Payroll Status Plan Type Benefit Plan Ded Code
1 @ 1 Q 0Q Active Q Q Q
Validate Submit Row Counts
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
**\falid Row and Error Row Count are updated on Validation Total Rows:
é

12. Enter/select the applicable Employee Record as required using the Empl Rcd field look-up icon.
13. Verify the auto-populated Name in the Name field.
14. Verify the Payroll Status in the Payroll Status field.

Note: A Paysheet is created for pending SPOT transactions during the SPOT load if the Payroll
Status is “Terminated”.

15. Enter/select the appropriate Plan Type using the Plan Type field look-up icon.
16. Enter/select the appropriate Benefit Plan using the Benefit Plan field look-up icon.

17. Enter/select the appropriate Deduction Code using the Ded Code field look-up icon.
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The Detail Data tab refreshes.

18.
19.

20.

21.

22.

23.

24.

1-10f1 + View Al
Ded Code Description Ded Class Ded Calc Amount One Time Cd
OHBPEN Q, ,?;gwea“h Benefi Q Amount v Addition  ~ + -
Add Update/Display

N NN TN T T N

Verify the auto-populated Deduction Code Description in the Description field.

Select the appropriate Deduction Classification using the Ded Class field look-up icon. The
following values are available, but only valid values for the Deduction Code display:

a
b
c.
d
e

Before-Tax
After-Tax
Non-Taxable
Tax Ben
Taxable

Select the appropriate Deduction Calculation option using the Ded Calc drop-down menu.

Note: The option “Amount” is typically selected. Confirm with SPO prior to selecting any
Deduction Calculation option other than “Amount”.

Enter the appropriate Deduction Amount to two decimal places (e.g., 200.00) in the Amount field.
The Deduction Amount can be either a positive or negative number.

Select the appropriate One Time Code using the One Time Cd drop-down menu. The following
options are available

a.

b.
c.
d

Addition — Add to the current deduction(s)

Arrs Paybk — Not used by Cardinal

Override — Alter amount that would have been deducted

Refund — Amount due back to the employee; DO NOT enter a negative value in the Amount
field if this option is selected

Click the Add a Row icon (+) to add an additional item. Repeat steps 5 — 28 until all SPOT
earnings transactions are added.

Click the Delete a Row icon (-) to delete a line.
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Note: Submit a help desk ticket to delete a line that has already been saved.

Scroll to the left, as required.

N/ N =TT NS TN N e e PN AN e TN NN T T e NSNS TN
5 Q

Detail Data Validation | 1Ip

Gomments  Seqé  Empl ID EmplRed  Name Payroll Status  Plan Type  Benefit Plan Ded Gode Description Ded Glass  Ded Calc
1 ® 1 Q Q Active o Q Q OHBPEN Q, precieatbencits i q Amount v {
Validate ‘ Submit Row Counte
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error: \
*\3lid Row and Error Row Count are updated on Validation Total Rows: ;

Click the Save button.

The Enter SPOT Transactions page refreshes.

27.
28.
29.

Enter Payroll SPOT Trans

Company DOA  Department of Accounts Batch Id 12
Pay Group SM1  Semimonthly Class (SUNSATOT7) Created By

Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)

Transaction Type Deduction Approved By Total Amt -

I Batch Status Created I Modified By

‘ Attach Files ‘ Upload Files Process Monitor

5 Q
Detail Data Validation 113
Comments Seq# Empl ID Empl Red  Name Payroll Status Plan Type Benefit Plan Ded Code Description

1 @ 1 Q 0Q Active 0 Q a OHBPEN O, Ofc of Health Benefit

Penalty
Submit Row Counts

) Rows Valid:
**Total Hours & Amount are updated on Validation R c
ows Error:

**Valid Row and Error Row Count are updated on Validation Total Rows:

N N e N N e W W N N S P

Note: After a batch is saved, additional items can still be added as necessary.
Verify the Batch ID field populates with a number (“12” in the example above).
Verify the Batch Status field updates to “Created”.

Click the Validate button to validate individual fields as well as combinations of fields.
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The Enter SPOT Transactions page refreshes.

30.
31.

32.

33.

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Enter Payroll SPOT Trans

Company DOA  Department of Accounts
Pay Group SM1  Semimenthly Class (SUNSATOT)
Pay Period End 12/09/2019
Transaction Type Deduction
I Batch Status Validated I
‘ Attach Files |
5 Q
Detail Data Validation | |I»
Comments  Seq# Empl ID EmplRcd  Name
1 @ 1 Q oQ
Validate | | Submit

**Total Hours & Amount are updated on Validation

**Valid Row and Error Row Count are updated on Validation

Batch Id 12
Created By
Submitted By

Approved By

Total Amt : 200.00 l
Modified By 2
Upload Files ] Process Monitor %
Payroll Status Plan Type Benefit Plan Ded Code Description g
o Ofc of Health Benefit
Active 0o Q Q OHBPEN Q Penaly
Row Counts 5
Rows Valid: 1
Rows Error:
Total Rows: 1

Totals (only for Valid rows)

TNEW VVIre

Verify the Batch Status updated to Validated.

The Totals (only for Valid rows) section provides a summary of the sum of the values entered in

the Amount field for the batch.

The Row Counts section provides a summary of:

a. Rows Valid — the number of valid rows in the batch

b. Rows Error — the number or rows in the batch containing errors

c. Total Rows — total number of rows in the batch (sum of Rows Valid and Rows Error fields)

If the Rows Error field is blank, indicating all rows are valid, skip to Step 43.

The screenshot below provides an example of a batch that contains an error.

34.

5 Q

Detail Data I

Comments  Seq# Empl ID Empl Red  Name
1 @ 1 Q 0Q
2 @ 2 Q 0Q

Validate | | Submit

**Total Hours & Amount are updated on Validation

**alid Row and Error Row Count are updated on Validation

Payroll Status Plan Type Benefit Plan
Active 00 Q Q
Active 0 Q Q
Row Counts
Rows Valid: 1
Rows Error: 1
Total Rows: 2

Ded Code Description
OHBPEN Q Penalty
Q

Ofc of Health Benefit

e T, B A NP AT BN e N NN VN0 e N e 0 20 VO s WV NI
IO i NN e TN

Ded Class
A Q

Q

N&"WW,&W

If the Rows Error field populates with a number, indicating at least one row is not valid, click the

Validation tab.
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The Validation tab displays.

35.

New Window | Help | Personalize Page
Enter Payroll SPCT Trans.
Company DOA  Department of Accounts Batch Id 12
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved By Total Amt : 200.00
Batch Status Validated Modified By
| Attach Files ‘ Upload Files Process Monitor
5 Q 1-20f2 v | Viewal
| Detail Data | ’ Validation I M
Comments Seq# Empl ID Empl Red Name Status Review Status Error Msg
1 @ 1 Q 0Q OK + -
2 © z a oa + -
Validate | | Submit Row Counts
Rows Valid: 1
**Total Hours & Amount are updated on Validation
I Rows Error: 1 I
**Vfalid Row and Error Row Count are updated on Validation Total Rows: 2
| Add ‘ ‘ Update/Display |

The Validation tab displays the status of every line within a batch and an error message for lines
that are not valid.

The Status field displays one of two statuses:

o OK —no errors

o Error — issue with line

If there is an error during validation, the Row Counts section displays the number of lines with an
error in the Rows Error field, the Status field populates with “Error” for all lines containing an
error, and a bubble populates in the Error Msg field for all lines containing an error.

Click the Bubble icon in the Error Msg field to view the error message.
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The SPOT Review Notes Page pop-up window displays.

SPOT Review Notes page x
Help
Empl ID 00900011700
Empl Record 0
Seq# 2
Notes Deduction Code not selected ;Deduction Class not
selected ;

| OK I‘ Cancel

36. Read through the Notes field and click the OK button.

The Validation tab returns.

New Window | Help | Personalize Page
Enter Payroll SPOT Trans
Company DOA  Department of Accounts Batch Id 12
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved By Total Amt - 20000
Batch Status Validated Medified By
‘ Attach Files | Upload Files Process Moritor
5 Q 120f2 v | ViewAll
I Detail Data I Validation 1»
Comments Seq# Empl ID Empl Red Name Status Review Status Error Msg
1 @ 1 Q 0Q OK E s -
2 (] 2 Q 0Q Errar P + -
Validate | | Submit Row Counts
Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error: 1
**Valid Row and Error Row Count are updated on Validation Total Rows: 2
‘ Add | ‘ Update/Display
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The Detail Data tab returns.

s S B A N e N N e N e NNV NIV e D v W W s W0 U
e J YL e ’_\M_h_\\]

5 Q

Detail Data VYalidation | v

Comments Seq# Empl ID EmplRed  Name Payrell Status Plan Type
1 @ 1 Q| 0Q | Active w Q)
2 @ 2 Q 0oQ Active 0w Q
Validate | I Submit Row Counts
Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error: 1
Total Rows: 2

**Valid Row and Error Row Count are updated on Validation

Benefit Plan
Q)

Q

Ded Code

OHBPEN Q |

Q

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Description Ded Class

Ofe of Health Benefit

Penalty A Q |
Q

e @,Wm,mmm

37. Update the applicable fields to correct the identified errors.

38. Click the Save button.

The Enter SPOT Transactions page refreshes.

New Window | Help [ Personalize P;

Enter Payroll SPOT Trans

**Valid Row and Error Row Count are updated on Validation

Company DOA  Department of Accounts Batch Id 12
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)
Transactien Type Deduction Approved By Total Amt - 200.00
| Batch status Wodified After Validation Modified By
[ Attach Files Upload Files ‘ Process Monitor 6
5 Q
Detail Data Validation | 1>
Comments  Seq# Empl ID EmplRed  Name Payroll Status Plan Type Benefit Plan Ded Code Description Ded Class
e 1 a va Active w Qa Q| [oweeen | | DRoiMeamBenetfaq ]
2 @ 2 Q oQ Active o Q Q CTHINS Q Other Insurance A Q
SuBnge Row Counts
Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error: 1
Total Rows: 2

Note: All line items in a batch must pass validation before the batch can be submitted for approval.
The Submit button is not enabled until all lines are validated.

39.

40. Click the Validate button.

Rev 11/30/2021

Verify the Batch Status field updates to “Modified After Validation”.
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The Enter SPOT Transactions page refreshes.

New Window | Help | Personalize P{
Enter Payroll SPOT Trans I
Company DOA  Department of Accounts Batch Id 12
Pay Group SM1  Semimanthly Class (SUNSATOT) Created By
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved By Total Amt : 150,00
|Baton status Validated | Modified By
| Attach Files ‘ Upload Files Process Monitor
5 Q B
Detail Data Validation 13
Comments | Seq# Empl ID EmplRed  Name Payroll Status Plan Type Benefit Plan Ded Code Description Ded Class
1 ® 1 Q oa Active w a Q OHBPEN Q Poopy e Benett 4 {
2 @ 2 Q 0oQ Active w Q Q OTHINS Q@ Cther Insurance A Q 4
vaigate | | swmi | Row Counts
Rows Valid: 2
**Total Hours & Amount are updated on Validation
l Rows Error: '
*Valid Row and Error Row Count are updated on Validation Total Rows: 2 ;

41. Verify the Batch Status field updates to “Validated”.
42. Verify the Rows Error field is blank, indicating all errors have been fixed.
43. Click the Submit button to submit the batch for review.

A Confirmation Message displays in a pop-up window.

Are you sure you want to submit the Batch? (25200,36)

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch?

OK ‘ Cancel

44. Click the OK button to submit the batch for review.

Note: A batch cannot be edited after it is submitted.
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The Enter Spot Transactions page returns.

New Window | Help | Personalize Page
Enter Payroll SPOT Trans
Company DOA  Department of Accounts Batch Id 12
Pay Group SM1  Semimonthly Class (SUNSATO07) Created By
Pay Period End 12/09/2019 I Submitted By Totals (only for Valid rows) j
Transaction Type Deduction Approved By Total Amt : 350,00 N
| Batch status Submitted | Modified By ¢
I Attach Files I Upload Files Process Monitor g
5 Q
Detail Data Validation | II»
Comments  Seq# Empl ID Empl Name Payroll Status Pl BenefitPlan  DedCode  Description Ded  pe
& P Red Y Type P Class
1 @ 1 1] Active 00 OHBPEN Ofc of Health Benefit Penalty A Al
2 @ 2 0 Active 00 OTHINS Other Insurance A Amg
Validate Submit Row Counts 3
Rows Valid: 2
**Total Hours & Amount are updated on Validation
Rows Error:
*alid Row and Error Row Count are updated on Validation Total Rows: 2 {

45,
46.

Verify the Batch Status field updates to “Submitted”.
Verify the Submitted By field updates to your information.
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SPOT Template Upload Process

The SPOT Template Upload process can be used to enter a large volume of transactions into SPOT.
There are two Template Uploads:

e Earnings
e Deductions

The templates are located on the Cardinal website.

Note: At this time, batches should not exceed more than 100 lines. If you have more than 100 lines to
upload you will need to upload it as a separate batch.

1. Download and open the appropriate SPOT Upload Template. (The SPOT Earnings Template file
is used in this example).

The SPOT Earnings [or Deductions] Template opens with the Earnings [or Deductions] Template
workbook displayed by default.

AutcSave @ED [ O ~ - SPOT Earnings Template - Saved - P Search

File Home Insert Page Layout Formulas Data Review View Help 15 Share P Co
P H Insert ~ @

ﬁj & Calibri NS = ®  DWepTet @ General = % E"j Hinse AT /C)

Pasts [@' Sensitivity Conditi | F it Cell Edelete VSrt&FdBt Id
aste § === 5 ensitivi onditional Formatas Cel o in, eas
BT U~ | i~ &AL = =5 B - . &0 .m -

- =i - = == ElMergedCenter v $-% 9 WA Formatting~ Table~ Styles~ | [EFormat~ | €% Fiter Select~
Clipboard 13 Font [ Alignment. | Sensitivity Number [~ Styles Cells Editing Ideas
Q33 © kS
0 Not set Unrestricted Confidential - Highly Confidential - Restricted -

A B | C | D | E ) E ) G ) H ) ] )
Hours - Hourly Rate - Earnings Amount -
Enter Hours in HH.00  Enter houlry Enter amount, no
Empl Red format rate in format  dollar sign
Enter Employee Earnings Begin Date - Example: 10 hrs and 30 |99.99 if Example: $100

Employee ID- Record that Earning Code-  Usually FLSA Period Begin  Earnings End Date - Usually Tax Method - minutes would be different from |would be 100.00 0

Enter Valid corresponds to Enter Valid Date FLSA Period Begin End Tax Periods - Defaultto A 10.50, negatives the job hourly 100, negatives
1jEmployee ID  this payment Earning Code (Format - MMDDYYYY) (Format - MMDDYYYY) Defaultto 1 {Annualized) allowed rate allowed
2
3 |
4|
5
@]
7|
8 |
9|
10}

il
B
B
14
B

<

o . Y

Instructions. I EarmngsTempIateI (O] [4] j

L& Display Settings H & E 1

2.  Click the Earnings [or Deductions] Template workbook if it is not displayed by default.
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3.  Enter the transactions starting in Row 2 on the template following the instructions listed in the
Header Row (Row 1).

P Search

Page Layout  Formulas  Data  Review  View  Help 1% Share 13 Comments.
“n A A v | % Wrap Text S e - == % ﬂf"j =8 =X = 3 AutoSum %? p g
cl e A Merge & Center ~ | SSSEVEY | _of 9 o Fgfxmr:\ F%rbn‘it‘as Stﬁil _ | nsemt Delee Format O Claar~ ;;r;a‘( ;.Ir:tai Ideas
Clipboard 1% Font E] Alignment &l Sensitivity Number 7] Styles Cells Editing Ideas
AJ68 ~ F
0 Not set Unrestricted Confidential ~ | Highly Confidential + Restricted -
A B C D | E | F | G | H | | J | K |
Hours - Hourly Rate-  Earnings Amount-  Take Benefit )
Enter Hours in HH.00  Enter houlry Enter amount, no Deductions? D- Ent
Empl Red format rate in format  dollar sign Deductions for§
Enter Employee Earnings Begin Date - Example: 10 hrs and 30 99.99 if Example: $100 Taken, N- No De: |
Employee ID-  Record that Earning Code - Usually FLSA Period Begin  Eamings End Date - Usually Tax Method- | minutes would be different from  would be 100.00or  Deductions Bé
Enter Valid corresponds to Enter Valid Date FLSA Period Begin End Tax Periods - Defaultto A 10.50, negatives the job hourly 100, negatives Taken, §- Use Des !
; 'Emplovae ID  this payment Earning Code (Format - MMDDYYYY) (Format - MMDDYYYY) Defaultto 1 (Annualized) allowed rate allowed Subset Tal
2 | 0 TMP 1A 125D
5 [— 0 BON 1s 375D
@]
5 |
o8|
7 | 1
el
9 |
L0}l
11
Instructions | Earnings Template O] HEET| L
Ready L& Display Settings i3 m -——1 + 1004

4. Use the mouse or track pad and right click in cell labeled “1” to select the entire Header row.

Autosave CID [ SPOT Earnings Upload Saved 2 search
Fle ~ Home Inset  Pagelayout  Formulas  Data  Review  View  Help 4 Share | 3 Comments
ool = y- AuteSum ~
ETj & | i ST P 22 Wrsp Text S | [cenea < @7 E’/ R TR ] | ZAvewm Ay /O g
Paste Sensitivi Conditional Formatas Cell | Inset Delete Format Sot& Find& | Ideas
B I U-~ S AL > ity .9 <0 .0
-4 = = MegsSCantey - $-% 998 Formatting ~ Tablev Styles~ - B - & Clear~ Filter ~ Select
Clipboard & Font ] Alignment | Sensithvity Humber 5 Styles Cells Editing Ideas
AL M F || Employee ID-
Enter valid Employee ID
) Not set Unrestricted Confidential ~ ~  Highly Confidential - Restricted
| A B & D E F G H 1 J K
Gl <1 A A G -% Hours - HourlyRate - |Earnings Amount - Take Benefit
- - - %
= A o Enter Hoursin HH.00  Enterhoulry  Enteramount,no  Deductions? D -
B I =0~ 4wy format rate in format | dollar sign Deductions
| [Enter Employee Earnings Begin Date - Example: 10 hrs and 30 99.99 if Example: $100 Taken, N- No
X cut d that Earning Code - |Usually FLSA Period Begin  Earnings End Date - Usually TaxMethod - minuteswould be i from would be 100.00or  Deductions
o spondsto  |Enter Valid Date FLSA Period Begin End Tex Periods-  |Defaultto A 10.50, negatives the job hourly 100, negatives Taken, S - Use
1 1B Copy ayment EarningCode  |(Format - MMDDYYYY) (Format - MMDDYYYY) Defaultto 1 ( i allowed rate allowed Subset
2 [ Paste Options: o[TVP 1A 125D
3 ~ 0/BON 1s 375 D
i B
3 Paste Special...
el
7 Insert
1 Clear Contents
i
1: E Eormat celis..
1 Row Height...
1
= Hide ’ -
jons | Earnings Template ® i [4] ]
Unhide
R Count: 15 [ Display Settings  H oo 1 +
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5.  Click the Delete option from the drop-down menu to delete the entire Header row.

P Search
file | Home Insert  Pagelayout  Formulas  Data  Review  View  Help 1% Share 3 Commentg
o y" AutoSum >
ﬁfg Calibri n A A 25 Wrap Text @ General = @ E’j &0 =X = F|H~ %? /O ﬁ
Paste : =B Sensitivi Conditional Formatas Cell Insert Delete Format Sort& Find& | Ideas
B I U~ i D A~ = B v ity . 0 en o
- =~ e = [ Merge & Center B $ %3 a3 Formatting~ Table~ Styles~ - ~ & Clear v Filter + Select ~
Clipboard Font 5} Alignment &l Sensitivity Number 5] Styles Cells Editing Ideas
N22 < Se
<7 Notset Unrestricted Confidential = Highly Confidential - Restricted
A | B ® | D E F G H | J | K
1 [— 0 T™MP 1A 125 D
2 [m 0 BON 1s 375D
3|
Q]
5|
6
7l
8_
2 |
L0}
|
12
B
Ly
B
L)
1
Instructions | Earnings Template @ HEET| ]
Ready [ Display Settings B o -— +
SPOT Earnings Template - Saved e e 6 -2 - [m] X
G} Good afternoon
n) Home v New 1
[ New
Ao ¢
= E Creztea Get started with Get to know Mice your first
Open z Take a tour Drop-down list Formulas Power Query PivotTable
N
N
- ¢ € - -
Blank workbook Welcome to Excel Drop-down tutorial Formula tutorial Power Query tutorial PivotTable tutorial
Save a Copy
Print Moare templates —
Share £ Search
Export . .
Recent  Pinned Shared with Me
Publish
[N Name Dste madified
o N .
,a SPOT DeducllnTemplate 2m ago »

7. Click the Save a Copy or Save As button.

Note: The button name depends upon the version of Microsoft Excel and personalized settings

loaded on

Rev 11/30/2021

your computer, but the functionality is the same.
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The Save As pop-up window displays.

EH Save As =

« » ’]*I « Desktop » SPOT Eamings and Deductions Uploads v I 9] & Search SPOT Earnings and D...

Organize ~ New folder == . (7]

Mame Status Date modified Type
# Quick access

No iterns match your search.
EM Microsoft Excel you
@ OneDrive
= This PC

W Network

< >

File name: | SPOT Earnings Template -

Save as type: CSV (Comma delimited) ™

Authors: Tags: Add a tag Title:  Add a title

# Hide Folders Tools = Save Cancel

8.  Select a destination using the Save Destination drop-down menu.

9. Enter a unique name for the file in the File name field.

10. Select CSV (Comma Delimited) from the Save as type drop-down menu.
11. Click the Save button.

A Microsoft Excel Warning Message displays.

Microsoft Excel >

The selected file type does not suppart workbooks that contain multiple sheets.

[ + To save only the active sheet, click OK.
+ To save all sheets, save them individually using a different file name for each, or choase a file type that supports multiple sheets,

(S

12. Click the OK button.
A second Microsoft Excel Warning Message displays.
Microsoft Excel &J

?:OT Earnings 042418 version 1.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this
rmat?

'0 « To keep this format, which leaves out any incompatible features, dick Yes.
- « To preserve the features, dick No. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

ves | | no | [ Heo |

13. Click the No button.

Note: The file is now saved and ready to be uploaded.
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14. Navigate to the Enter SPOT Transactions page using the following path:

Navigator > Payroll for North America > Payroll Process USA > Create and Load Paysheets >
Enter SPOT Transactions

Enter SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Add a New Value I

Find an Existing Value

¥ Search Criteria

Company | begins with Q

Pay Group | begins with Q

Pay Period End Date | = Q
Transaction Type | =

Batch Identity | begins with

Batch Status | =

Created By | begins with|[v| Q

[Case Sensitive

Limit the number of results to (up to 300): |300

Search ‘ Clear ‘BaswcSearch EF Save Search Criteria

Find an Existing Value | Add a New Value

15. Click the Add a New Value tab.

New Window | Help
Enter SPOT Transactions

Find an Existing Value

| Add a New Value

Batch Identity |NEXT

Company Q
Pay Group Q
Pay Period End Date Q
Transaction Type | Eamnings =

Find an Existing Value | Add a New Value
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The following table provides a brief description of each field within the Add a New Value tab:

Field Description

Batch Identity

Defaults to NEXT. This number will automatically generate when the
batch is saved.

Company Select your company. If you have access to enter transactions for
multiple companies, select the appropriate company.
Pay Group Select the appropriate employee(s) pay group(s).

Pay Period End
Date

Select the appropriate transaction’s pay period end date (the pop-up
window will only show pay periods that have not been confirmed).

Transaction Type

Select the appropriate type of transaction.

e Earnings — earnings in addition to time and labor or additional
pay (typically one time or amounts that vary from pay period to
pay period).

e Deductions — deduction overrides, extra deductions or deduction
refunds.

16. Enter/select the appropriate values in the Company, Pay Group, Pay Period End Date, and
Transaction Type fields.

Note: This Job Aid shows an Earnings transaction, but there is no difference between an
Earnings and Deductions transaction through the mass upload technique.

17. Click the Add button.

The Enter SPOT Transactions page refreshes with the Enter Payroll SPOT Trans tab displayed.

Enter Payroll SPOT Trans

New Window | Help [ Perscnalize Page

Pay Period End 12/09/2018
Transaction Type Earnings

Batch Status New

Cempany DOA  Department of Accounts Batch Id NEXT
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By

Submitted By Totals (only for Valid rows)

Approved By Total Amt :

Total Hrs =
Modified By

| Attach Files |

™ e W e Y N i N N NI ¥ e R e e e

[ Upload Files I Process Monitor

Note: The Header section populates with the information previously entered on the Add a New

Value tab.

18. Click the Attach Files button.
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19. The SPOT Attachments page pop-up window displays.

SPOT Attachments page x
Help
Company DOA  Department of Accounts Batch Id NEXT
Pay SM1  Semimonthly Class (SUNSATO?) Created By
Group
Pay Period End 12/09/2019 Submitted By
Transaction Type Earnings Approved By
Batch Status New Modified By
File/Document Attachments @
5 Q 1-10f1 v | View Al
Attached File Description Add Process Process Instance
1 Add [} + -
) e

20. Click the Add button.

The File Attachment page displays in a pop-up window.

File Attachment X

Help
Choose File | No file chosen

Upload Cancel

21. Click the Choose File button.

Note: Depending on the browser used, a Browse button may appear in place of the Choose File
button.

The Open Files pop-up window displays.

€ Open *

« “ 4 | <« Desk.. » SPOTEarningsand Deduc... v o O Search SPOT Eamings and D...

Organize v Mew folder = ™ @
Name

Status

@] SPOT Earnings Template =

7 Quick access
@, OneDrive
M This PC

W Metwork

<

File name: ] [anfies

Gancel
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22. Navigate to and select the applicable file.
23. Click the Open button.

The File Attachment page returns.

File Attachment x
Help

Choose File | SPOT Earnings Template.csv

| Upload Cancel

24. Click the Upload button.
The SPOT Attachments page returns.

SPOT Attachments page x
Help
Company DOA  Department of Accounts Batch Id NEXT
Pay Group SM1  Semimonthly Class (SUNSATO7) Created By
Pay Period End 12/09/2019 Submitted By
Transaction Type Earnings Approved By
Batch Status New Modified By
File/Document Attachments @
F Q 1-10f1 v | View Al
" i . Process
Attached File Description View Delete Process Instance
1 SPOT Eamings Template.csv I I ‘ View | | Delete ‘lD I + =
l OK I| Cancel ‘

Note: The file is now connected to the batch, but individual transactions are not uploaded.
25. Enter a Description in the Description field if applicable.
26. Select the Process checkbox.

27. Click the OK button.
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The Enter Payroll SPOT Trans tab returns.

New Window | Help | Personalize P:
Enter Payroll SPOT Trans

Company DOA  Department of Accounts Batch Id NEXT
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By

Pay Period End 12/09/2019 Submitted By
Transaction Type Earnings Approved By

Batch Status New Modified By

‘ Attach Files | Upload Files Process Monitor

B Q

Detail Data Validation »

N N VYA

Comments Seq# Empl ID EmplRed  Name Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt ;ae?inds Tax
1 @ 1 Q oQ a 1 A
Validate Submit. Row Counts
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
*\falid Row and Error Row Count are updated on Validation Total Rows:

28. Click the Upload Files button to upload the individual transactions.

The Successful Upload page displays in a pop-up window.

V_P¥100_UFLD - AE has been processed successfully. (21001,10)

OK

29. Click the OK button.
30. If the file does not successfully load, verify the following:

a. All mandatory fields were properly filled out in the template
b. The fields were entered using the correct format
c.  The file was saved in the .csv format
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31.
32.
33.
34.

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Enter Payroll SPOT Trans

New Window | Help | Personalize

—
L
L
Company DOA  Department of Accounts Batch Id 18 {
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By {
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : g
Total Hrs :
| Bateh status Created || Modified By
[ Attach Files ‘ Upload Files Process Monitor
B Q
Detail Data Validation 1
Comments  Seq# Empl ID EmplRed  Name Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt g:’ﬁiuds Tax Method (
1 [} 1 Q| | oq] Active [TMP Q| Temporary Pay [ =i [ =i | ]| Annualized vﬁ)
2 @ 2| Q| [oa] Active [Bon Q] ["F‘“L”S‘:)Sc'e"a"a"’ef’”“s [ | ) \I\ [ Supplemental r )
<
Submit Row Counts
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
**Valid Row and Error Row Count are updated on Validation Total Rows:
- - H (3 ” 3 H
Verify a Batch ID is assigned (“16” in this example).
H . 13 ”
Verify the Batch Status field updates to “Created”.
Verify the fields within the Detail Data tab were correctly input; update as required.
Click the Validate button.
The Enter Payroll SPOT Trans tab refreshes.
New Window | Help | Personalize P2
Enter Payroll SPOT Trans
Company DOA  Dapartment of Accounts, Batch Id 16
Pay Group SM1  Semimonthly Class (SUNSATO7) Created By
Pay Period End 1210912019 Submitted By Totals {only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 500.00
Total Hrs :
| Batch status Validated || Modified By
Attach Files Upload Files | Process Monitor
5 Q
Detail Data Validation 113
Comments  Seq# Empl ID EmplRed  Mame Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt ;:’:Ms Tax Method
1 @ 1 Q oQ Active P Q Temporary Pay B 1 Annualized v
2 @ 2 Q oQ Active BON Q ;‘F"L"Sg']“e“““” ETD =l 1 Supplemental -
Validate | Submit Row Counts
Rows Valid: 2
**Total Hours & Amount are updated on Validation
Rows Error:
*alid Row and Error Row Count are updated on Validation Total Rows: 2

L/

35. The Batch Status updates to Validated.

36. The Totals (only for Valid rows) section provides a summary of:
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a. Total Amt — sum of the values entered in the Amount field for the batch
b. Total Hrs — sum of the values entered in the Oth Hrs field for the batch

37. The Row Counts section provides a summary of:

a. Rows Valid — the number of valid rows in the batch
b. Rows Error — the number or rows in the batch containing errors
c. Total Rows — total number of rows in the batch (sum of Rows Valid and Rows Error fields)

38. If the Rows Error field is blank, indicating all rows are valid, skip to Step 49.
The screenshot below provides an example of a batch that contains an error.

PN e T e N i T e NI i N (N N e

5 Q
Detail Data l Validation I 113
Comments Seq# Empl ID EmplRecd  Name Payroll Status Earn Code Description Earns Begin Dt
1 1 Q 0Q Active MG Q Mileage
" Nan-discretionary Bonus
2 2 Q 0Q Active BON Q (FLSA)
Validate | | Submit Row Counts %
o Rows Valid: 1
**Total Hours & Amount are updated on Validation
I Rows Error: 1 I
**Valid Row and Error Row Count are updated on Validation Total Rows: 2

39. If the Rows Error field populates with a number, indicating at least one row is not valid, click the
Validation tab.
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Enter Payroll SPOT Trans

Company DOA  Department of Accounts
Pay Group SM1  Semimonthly Class (SUNSATO7)
Pay Period End 12/09/2019
Transactien Type Earnings
Batch Status Validated
‘ Attach Files |
B Q
‘ Detail Data | Validation | iI»
Comments Seq# Empl ID
1 @ 1
2 @ 2
Validate | | Submit

**Total Hours & Amount are updated on Validation

**Valid Row and Error Row Count are updated on Validation

Batch Id "
Created By
Submitted By

Approved By

Modified By

Upload Files

Empl Red Name
oQ
oQ
Row Counts
Rows Valid:

New Window | Help [ Personalize Page

Totals (only for Valid rows)

Total Amt : 200.00
Total Hrs :
Process Monitor
1-20f2 v | viewAl
Status Review Status Errcr Msg

OK

+
- -

| Rows Error:

i

Total Rows:

| Add H Update/Display ‘

° The Validation tab displays the status of every line within a batch and an error message for lines

that are not valid.

° The Status field displays one of two statuses:

o OK —no errors

o Error — issue with line

° If there is an error during validation, the Row Counts section displays the number of lines with an
error in the Rows Error field, the Status field populates with “Error” for all lines containing an
error, and a bubble populates in the Error Msg field for all lines containing an error

40. Click the Bubble icon in the Error Msg field to view the error message.
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The SPOT Review Notes Page pop-up window displays.

SPOT Review Notes page b

Help
Empl ID
Empl Record 0
Seq# 2
Notes If the benefit deduction taken is S{subset), the

subset is required ;If the General Benefit deduction
taken is S({subset), the General Benefit subset is
required ;

0K I‘ Cancel

41. Read through the Notes field and click the OK button.

The Validation tab returns.

New Window | Help | _Personalize Page

Enter Payroll SPOT Trans
Company DOA  Department of Accounts Batch Id 11
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)

Transaction Type Earmings Approved By Total Amt - 20000
Total Hrs :
Batch Status Validated Modified By
‘ Attach Files ‘ Upload Files Process Monitor
B Q 120f2 v | ViewAl
Validation | I»
Comments  Seq# Empl ID EmplRed  Name Status Review Status  Error Msg
1 @ 1 Q oQ OK + -
2 @ 2 Q oQ Error (€} -+ -
validate || Submit Row Counts
Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error: 1

*Valid Row and Error Row Count are updated on Validation Total Rows: 2
‘ Add ‘ ‘ Update/Display

42. Click the Detail Data tab.
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The Detail Data tab returns.

e Nt DN et l TN PN TSN e, i poe [T A

5 Q i
I Detail Data } I Validation } > (
Comments | Seq# Empl ID EmplRcd  Name Payroll Status Earn Code Description Earns Begin Dt
1 @ 1 Q 0Q Active MG Q Mileage
5 @ 9 a o Q AR BON Q Non-discretionary Bonus (
(FLSA) 3
Validate | | Submit Row Counts §
Rows Valid: 1 F
**Total Hours & Amount are updated on Validation
Rows Error: 1
*alid Row and Error Row Count are updated on Validation Total Rows: 2
[ Save l ‘ Return to Search ‘ | Previous in List | Next in List (
A

43. Update the applicable fields to correct the identified errors.
44. Click the Save button.

The Enter SPOT Transactions page refreshes.

Enter Payroll SPOT Trans i
Company DOA  Department of Accounts Batch Id 1
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By
Pay Period End 12/09/2019 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 200.00
Total Hrs :
| Bateh starus Modified After Validation | Modified By
‘ Attach Files ‘ Upload Files Process Monitor
5 Q
I Detail Data { Validation 113
Comments Seq# Empl ID EmplRcd  Name Payroll Status Earn Code Description Earns Begin Dt
1 @ 1 Q 0Q Active MG Q Mileage
[ . Non-discretionary Bonus
2 @ 2 Q 0oQ Active BON Q (FLSA)
T Row Counts ?
. Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error: 1
**Valid Row and Error Row Count are updated on Validation Total Rows: 2 J
l Save I ‘ Return to Search | ‘ Previous in List | Next in List J
5
LY

Note: All line items in a batch must pass validation before the batch can be submitted for approval.
The Submit button is not enabled until all lines are validated.

45. Verify the Batch Status field updates to “Modified After Validation”.
46. Click the Validate button.
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The Enter SPOT Transactions page refreshes.

[ Enter Payroll SPOT Trans \ ;
Company DOA  Department of Accounts Batch Id 1
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By
Pay Period End 12/08/2019 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt 1200.00
Total Hrs :
I Batch Status Validated I Modified By
| Attach Files ‘ Upload Files Process Monitor
B Q ftf
I Detail Data I [ Validation \ 1> i
Comments Seq# Empl ID Empl Red  Name Payroll Status Earn Code Description Earns Begin Dt {
1 @ 1 Q 0Q Active MLG Q Mileage
" Non-discretionary Bonus
2 & 2 Q oQ Active BON Q (FLSA)
Validate |1 Submit | Row Counts
Rows Valid: 2
**Total Hours & Amount are updated on Validation
I Rows Error: I
**/alid Row and Emmor Row Count are updated on Validation Total Rows: 2
[ Save I | Return to Search ‘ | Previous in List Next in List L

47. Verify the Batch Status field updates to “Validated”.
48. Verify the Rows Error field is blank, indicating all errors have been fixed.
49. Click the Submit button to submit the batch for review.

A Confirmation Message displays in a pop-up window.

Are you sure you want to submit the Batch? (25200,36)

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch?

OK ‘ Cancel

50. Click the OK button to submit the batch for review.

Note: A batch cannot be edited after it is submitted.
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Delete SPOT Batches

Payroll Administrators can delete batches if the batch has not been closed. All transactions within a
batch are deleted and will not process when a batch is deleted. This process cannot be undone, so use
only as appropriate.

Utilize the Delete a Row button (-) to only delete specific transactions within a batch.
1. Navigate to the Delete SPOT Transactions page using the following path:

Navigator > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > Delete Spot Transactions

New Window | Help
Delete SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

¥ Search Criteria

Batch Identity | begins with «
Company | begins with v Q
Pay Group | begins with ~ Q,
Pay Period End Date | = v Q,
Transaction Type | = v v

Limit the number of results to {up to 300). | 300

| Clear | Basic Search B Save Search Griteria

2.  Enter the search criteria in the corresponding fields for the applicable batch.

3. Click the Search button.

The Delete SPOT Transactions page refreshes with the applicable batch displayed.

New Window | Halp | Fersonanee Fa
Dalats Payroll SPOT Trans.
Company DOA  Department of Accounts Batch Id 1
Pay Group ST Semimontly Class (SUNSATO7) Craated By
Pay Period End 1210072018 Submitted By Totals (only for Valid rows) 2
Transaction Type Earmings Approved By Total Amt 120000 <
Total Hrs :
Batch Status Submitted
View Supporting Documents
5 Q
Dstsil Data  Validation | IIr
Comments  Seqd Empl ID EmPl Name Payroll Status  Eam Code  Description Earns Begin Dt Earns End Dt TaxPeriods  Tax Metha
1 @ 1 0 Adtive MLG Mileage 1 Annualized
2 @ 2 o Active BON Non-discretionary Bonus (FLSA) 1 Supplement
Delete Batch
Retum to Search Previous in List Nextin List
A
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4. Click the Delete Batch button to delete the batch.

A Confirmation Message displays.

Are you sure you want to delete the Batch? (25200,38)

Once Batch is deleted it can not be opened or edited again. Are you sure you want to Delete the batch?

oK I‘ Cancel

5.  Click the OK button to delete the batch. Once a batch is deleted, it cannot be opened or edited.

The Delete SPOT Transactions search page returns.

Delete SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘

w Search Criteria

Batch Identity | begins with|v| ‘1

Company | begins with DOA Q

Pay Group | begins with[V] Q

Pay Period End Date | = Q
Transacticn Type | =

Limit the number of results to {up to 300): | 300

I Search H Clear Basic Search B Save Search Criteria
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Approve SPOT Transactions

Each Agency designates at least one person as the SPOT Approver to review and approve SPOT
Transactions. SPOT Approvers cannot approve a batch they personally entered. SPOT Approvers
should work closely with the Payroll Administrators. A SPOT Transaction must be reentered if it is
denied.

1. Navigate to the Review SPOT Transactions page using the following path:

Navigator > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > Review SPOT Transactions

Review SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

¥ Search Criteria

Batch Identity | begins with
Company | begins with Q
Pay Group | begins with[V] Q
Pay Period End Date | = Q
Transaction Type | =
Batch Status | =

Limit the number of resulls to (up to 300). 300

| Clear | Basic Search [EF Save Search Criteria

2.  Enter the applicable/known search criteria to find the appropriate batch. Search options include the
following:

Fields Descriptions

Batch Identity Number assigned to the Batch.
Company The three character company code.
Pay Group Pay group options for the Company
Pay Period End | Select the Pay Period end date for the batch you want to approve.
Date
Transaction Select the appropriate option:
Types . Earnings

o Deductions
Batch Status Options include:

o Closed

o Created

o Deleted

o In Review
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. Modified After Validation
° New

. Submitted

. Validated

3. Click the Search button.

The Review SPOT Transactions page refreshes and displays matching the Search Results.

Review SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘
¥ Search Criteria

Batch Identity | begins with[v|

Company | begins with DOA Q
Pay Group | begins with[™]| |SM1 Q
Pay Period End Date | = 12/09/2019 Q
Transaction Type | =
Batch Status | = Submitted
Limit the number of results to (up to 300): |300
Search ‘ | Clear | Basic Search 8" Save Search Criteria
Search Results
View All 1-2 of 2[v]

Batch Identity Company Pay Group Pay Period End Date Transaction Type Batch Status
4 DOA S 12/09/2019 Earnings Submitted

5 DOA SM1 12/09/2019 Deduction Submitted

4.  Click anywhere on the appropriate batch’s line to navigate to the corresponding batch’s Review
Payroll SPOT Trans tab.

Note: This step is automatically skipped if only one batch matches the Search Criteria entered.
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The Review Payroll SPOT Trans tab displays.

New Window | Help | _Personalize Pa
Review Payroll SPOT Trans
Company DOA  Department of Accounts Batch ld 6
Pay Group SM1  Semimonthly Class (SUNSATO7) Created By
Pay Period End 0312412020 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt 298,00
Total Hrs :
Batch Status Submitted
View Supporting Documents Close Batch rocess Monitor 3
5 Q
Detail Data | Iy
Approve  Deny Comments  Seq# ~Empl ID Empl Name Payroll Status Eamn Code Description Eamns Begin Dt Earns End Dt Tax Pe
10 o @ 5 0 Active TR Taxable Tuition
200 o @ 4 0 Active TIR Taxable Tuition
k] [m] [m] @ 3 0 Active TR Taxable Tuition é
[ =] [m] ® 2 0 Active TR Taxable Tuition
 [u] O 2] 1 0 Active TR Taxable Tuition
I Approve All Deny All I
| save || Retumto Search Previous in List Nextin List l

5. Review the entries on the batch.
6.  Approve or deny the batch using one of the following options:

a. To approve or deny individual transactions, select the appropriate Approve or Deny
checkbox option for each individual transaction.
b.  To approve or deny the entire batch, select the appropriate Approve All or Deny All button.

Note: SPOT Approvers cannot edit SPOT transactions.
The Detail Data tab updates.

Wu\«% ﬁﬂﬂwa‘WWmmmvN\Mm

5 Q &
Detail Data | || J\‘
Approve  Deny Comments  Seq# ~Empl ID EmPl Name Payroll Status Earn Code Description
1 [m] @ 5 0 Active TTR Taxable Tuition
2 [m] @ 3 0 Active TTR Taxable Tuition
3 (=] & 3 0 Active TTR Taxable Tuition
4 [m} @ 2 0 Active TTR Taxable Tuition
5 0 E 1 0 Active TR Taxable Tuition
Approve All Deny All
‘ Save ‘ Return to Search Previous in List Next in List

Note: In this example, four transactions were approved and one transaction was denied.

7.  Click the corresponding Comments icon for any denied transactions.
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The SPOT Comments page pop-up window displays.

SPOT Comments page X
Help
Empl ID
Empl Record 0
Seq# 1

Comment

| OK I | Cancel |

Note: Cardinal does not require a comment, but comments are strongly recommended for audit
purposes.

8. Enter a comment explaining why the transaction was denied in the Comment field.
9. Click the OK button.
The Review Payroll SPOT Trans tab returns.

fm%ﬁm\wwmmﬁﬂ/\f\HWMfo“ﬂ&fm\ﬁM*u\i
| View Supporting Documents ‘ Process Monitor {
g5 Q {
Detail Data 113
Approve Deny Comments Seq# +Empl ID E:‘ldpl Name Payroll Status i\
1 0 5 0 Active
2 [} @ 4 0 Active
3 O @ 3 0 Active
4 O & 2 0 Active
5 0 @ 1 0 Active ?
| Approve All || Deny All ‘
Save I ‘ Return to Search ‘ ‘ Previous in List ‘ ‘ Next in List

10. Click the Save button.
11. Click the Close Batch button to submit the batch for processing.
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The Confirmation Message displays in a pop-up window.

Are you sure you want to close the Batch? (25200 ,37)

Once Batch is closed it can not be reviewed or edited again. All Approved transactions will be posted to NA Payroll. Are you sure you want

o Close the batch?
l OK I‘ Cancel

12. Click the OK button.
The Review Payroll SPOT Trans tab refreshes.

New Window | Help | Personalize Pa:

I Review Payroll SPOT Trans I

Company DOA  Department of Accounts Batch Id 6 Sy
Pay Group SM1  Semimonthly Class (SUNSATOT) Created By

Pay Period End 03/24/2020 Submitted By Totals (only for Valid rows)

by
Transaction Type Earnings I Approved By I Total Amt : 293.00
Total Hrs :
I Batch Status Closed I

‘ View Supporting Documents | Close Batch Process Meniter Instance 1321115

AT e,

13. Verify the Batch Status field updates to “Closed”.
14. Verify the Approved By field populates with your Cardinal ID.

Note: The transactions will be loaded to payroll during the next SPOT Load to Payroll process.
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Review Batches after Approval

After a SPOT Approver has reviewed and approved or denied a batch, the Payroll Administrator can
review the status. If a SPOT transaction is denied, it must be re-entered into a new batch for processing.

1. To review a batch for approval, navigate to the Enter SPOT Transactions page using the following
path:

Navigator > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > Enter SPOT Transactions

Enter SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Add a New Value

* Search Criteria

Company | begins with +

Pay Group | begins with +

Pay Period End Date | = v Q

Transaction Type | = A A

Batch Identity | begins with w

Batch Status | = hd hd

Created By | begins with v Q

O Case Sensitive

Limit the number of results to (up to 300} | 300

‘ Clear IBetsic Search B’ Save Search Criteria

Find an Existing Value | Add a New Value

2.  Enter the appropriate data in the corresponding Search Criteria fields.

3. Click the Search button.
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4.
The Validation tab displays.

New Window | Help [ Personalize P&
I Enter Payrcll SPOT Trans
Company DOA  Department of Accounts Batch Id 6
Pay Group SM1  Semimonthly Class (SUNSATO7) Created By
Pay Period End 03/24/2020 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt 293.00
Total Hrs @
Batch Status Closed Modified By
[ Attach Files ‘ Upload Files Process Monitor {
5 Q é
’ Detail Data u Validation I 1>
Comments Seq# Empl ID Ecmdpl Name Payroll Status Earn Code Description Earns Begi
1 @ 1 0 Active TTR Taxable Tuition
N
2 @ 2 0 Active TR Taxable Tuition
3 @ 3 0 Active TTR Taxable Tuition
4 @ 4 0 Active TTR Taxable Tuition
5 @ 5 0 Active TR Taxable Tuition

Click the Validation tab to review the approval status of the transactions on the batch.

WMW“”“‘\J-AMMNNMW’A\AW\M“’\MW‘WU“‘\H/“*M*\
5 Q 150f5 + | View Al
Detail Data Validation 1»
Comments Seq# Empl ID Empl Rcd Name Status Review Status
' ' 0 o pened
2 @ 2 0 OK Approved
3 @ 3 0 OK Approved
4 @ 4 0 OK Approved
5 [&] 5 0 OK Approved
Validate Submit Row Counts
Rows Valid: 5
**Total Hours & Amount are updated on Validation
Rows Error:
*\falid Row and Error Row Count are updated on Validation Total Rows: 5
‘ Save Return to Search Add Update/Display

5. Review the Review Status field, which indicates whether each transaction
denied.
6. Click the Comments icon for any transaction(s) that were denied.
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The SPOT Comments page displays in a pop-up window.

SPOT Comments page x
Help
| Empi D |
Empl Record 0
Sec# 1
Comment Amount should be $100, not §75.

| OK I | Cancel |

7.  Make note of the Employee ID and any comments provided.

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Note: If there is no comment recorded, contact the SPOT Approver to discuss the reason the

transaction was denied.
8. Click the OK button.

The Validation tab returns.

5 Q
Detail Data Validation 1»
Comments Seq# Empl ID Empl Rcd Name Status
1 @ 1 0 OK
2 @ 2 0 OK
3 @ 3 0 OK
4 @ 4 0 oK

o
@
o
)

OK

Validate Submit Row Counts
Rows Valid: 5
**Total Hours & Amount are updated on Validation
Rows Error:
*Valid Row and Error Row Count are updated on Validation Total Rows: 5

‘ Save ‘ Return to Search

e — VA O A it UV UV o SN o VOSSN NP N W ANPS S P Ve

Review Status

Denied

Approved

Approved

Approved

Approved

Add

DTN ST

| View Al

Update/Display

Note: For additional information on entering SPOT transactions, refer to the Enter an Earnings
Transaction in SPOT or Enter a Deduction Transaction in SPOT sections of this Job Aid.
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Monitor SPOT Transactions

There are two key SPOT tools to help monitor transactions:
e Single-Use Payroll Online Transaction (SPOT) Online query
e SPOT Transactions Not Loaded to Paylines

SPOT Online Query

This query displays all SPOT Transactions for a specific pay period. Navigate to the SPOT Online
Transaction Query using the following path:

Navigator > Reporting Tools > Query > Query Viewer

The Query Viewer page displays.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By Query Name begins with I I

Search Advanced Search

1. EnterV_PY_SPOT_TRANS_RPT in the begins with field.
2. Click the Search button.

The Query Viewer page refreshes.

New Window | Help | Personalize Page
Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

"Search By | Query Name v begins with V_PY_SPOT_TRANS_RPT

Advanced Search

Search Results

“Folder View | — All Folders — -
Query
5 Q 1-10f1 v | View Al
Ay Runto Runto Runto [ Add to
Query Name Description Owner Folder HTML Excel XML Schedule Definitional References Faverites
V_PY_SPOT_TRANS_RPT SPOT Online Query Public HTML Excel XML Schedule Lookup References Favorite

3.  Select the applicable Run to link (e.g., HTML, Excel, XML).

Note: The Run to HTML link was selected in the example below.
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The SPOT Online Query opens in a new Internet Brower window.

V_PY_SPOT_TRANS_RPT - SPOT Online Query

Company Q.
Paygroup Q
Pay Run ID Q.
| View Results |
Pay Deduction Deduction
Row Agency Pavgrou Business Agency Period Batch Batch Transaction Valid Review Employee Empl Employee Employee or or Other
(Company) ygroup Unit  Description End ID Status Type Statuz Status [[n] Record Name Status  Earnings Earnings Hours
Date Code Amount

4. Enter/select the applicable Company, Paygroup, and Pay Run ID using the corresponding look-up
icons.

5. Click the View Results button.

V_PY_SPOT_TRANS_RPT - SPOT Online Query

Company [MFA |Q
Faygroup [SM1 |Q
Pay Run ID [SM1102417  [Q

| View Results |

I Download results in - Excel SpreadSheet CSV Text File XML File (5kb) I

View All First 1-40f 4 Last
Agency Paygrou, Business Agency Pay Period Batch Batch Transaction Valid Review Employee Empl Employee Name Employee  Deduction or D‘gjrﬁtii:"sm Other
(Company) yaroup Unit Description End Date D Status Type Status Status D Record Py Status Earnings Code Amougt Hours
v
1 MFA sM1 23800 Fﬁ:’:;z“’” o toperzi7 2 Closed Eamings  OK  Approved TESS514 0 Active  BON 20000 000
2 MFA sMi 23200 ‘,_:ﬁ :’A“;g“m of Jomapm7 1 Closed Eamings OK  Approved TES5514 0 Acive  BON 20000 0.00
;
3 MFA smi  zagoo  YAMUSUMOTqopup017 2 Ciosed Eamings  OK  Approved TBSS15 0 Active  DBN 15000 0.0
VA Museum of -
4 MFA swi 2300 o O 102472017 1 Closed Eamings OK  Approved T655515 0 Active  DBN 15000 0.00

Note: The results can be downloaded to Excel, CSV or XML for review.
SPOT Transactions Not Loaded to Paylines Report

Batches are loaded to the Paysheet Transaction Table after they are closed. The Delivered Paysheet
Transaction Process runs according to operation calendars.

The SPOT Transactions Not Loaded to Paylines report reflects transactions that are both Accepted
and Closed but do not appear in the employee’s paycheck.

Note: For further information about Reviewing Employee Paychecks, refer to the Job Aid titled PY381
Review the View Paycheck Page. This Job Aid can be found on the Cardinal website in Job Aids
under Learning.

6. Navigate to the SPOT Transactions Not Loaded to Paylines report using the following path:

Navigator > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > SPOT Entries Not on PayLine
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The SPOT Entries Not on PayLine page displays.

New Window | Help
SPOT Entries Not on PayLine

Enter any information you have and click Search. Leave fields blank for a list of all values.

I Add a New Value '

Find an Existing Value

¥ Search Criteria

Run Control ID | begins with v :

O case Sensitive

Limit the number of results to (up to 300): | 300

| Clear | Basic Search EF Save Search Criteria

Find an Existing Value | Add a New Value

7. To search for an existing Run Control ID, enter the Run Control ID name in the Run Control ID
field.

8.  Click the Search button, then skip to Step 7.
9. To create a new Run Control ID, click the Add a New Value tab.

The Add a New Value tab displays.

New Window | Help
SPOT Entries Not on PayLine

‘ Eind an Existing Value | [ Add a New Value I

I Run Contrel ID I

Find an Existing Value | Add a New Value

10. Enter the desired name in the Run Control ID field.

11. Click the Add button.
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The SPOT Entries Not on PayLine page refreshes.

New Window | Help | Personalize Page

Process Meritor

SPOT Entries Not on PayLine
Run Control ID  TRNTest Report Manager
Run Control Parameters
Batch Parameters Company Parameters
Or

Company Q

Batch Q
id Pay Group Q

Pay Period End Date Q
**Pay Group and Company not mandatory in Company Param list

‘ Add H Update/Display ‘

PY381 Using the Single-Use Payroll Online Tool (SPOT)

12. Enter/select the appropriate Run Control Parameters using either the Batch Parameters section or
Company Parameters section.

a. To use Batch Parameters, enter/select the appropriate Batch ID using the Batch ID field look-

up icon.

b. To use Company Parameters, enter/select the appropriate Company, Pay Group, and Pay
Period End Date using the corresponding field look-up icons.

Note: The Pay Group and Company fields are not mandatory.

13. Click the Run button.

UserID V_PY_ADMINISTRATOR

I Server Name

Recurrence
Time Zone Q
Process List
Select  Description

SPOT Entries Not on Pay Line

I OK I‘ Cancel ‘

Process Name

VPYR0449

Run Control ID TRNTest

Run Date | 11/16/2020

Run Time | 7:07:50PM |

Reset to Current Date/Time

Process Type =Type

SQR Report Web v

~Format

PDF

~

Distribution

Distribution

Help

14. Select the appropriate Server Name using the Server Name drop-down menu.

15. Confirm the Type and Format are correct.

16. Click the Ok button.

Rev 11/30/2021

Page 58 of 66



/[) Cardinal PY Job Aid

PY381 Using the Single-Use Payroll Online Tool (SPOT)

The SPOT Entries Not on PayLine page refreshes.

‘ SPOT Entries Not on PayLine ‘

Run Control ID TRNTest Report Manager Process Monitor Run

Run Control Parameters

Batch Parameters Company Parameters
or ¢
ompan:
Batch |4 Q pany
1d Pay Group

Pay Period End Date

**Pay Group and Company not mandatory in Company Param list

17. Click the Report Manager link.
The Report Manager page displays.

List Explorer Administration Archives

View Reports For

Folder hd Instance to I Refresh I
Name Created On Last v 1, Days v
Reports
F Q 1-20f2 v View All
Report Report Description Folder Name compiation Report ID Frocess
P P P Date/Time P Instance
1] VPYR0449 SPOT ENTRIES NOT ON PAY LINE  General 11/16/20 7:11PM 751091 1308709
2] VPYR0449 SPOT ENTRIES NOT ON PAY LINE General 11/16/20 7:10PM 751080 1308708

Go back to SPOT Entries Not on PayLine

=

18. Click the Refresh button until the appropriate report displays.
19. Click the Report link to review.
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The Report Information displays.

Report
ReportID 751091 Process Instance 1308709 Message Log
Name VPYR0449 Process Type SQR Report
Run Status Error
ISPOT Entries Not on Pay Line

Distribution Details

Distribution Node hrpytrn Expiration Date | 12/16/2020
File List
Name File Size (bytes) Datetime Created
SQR_VPYR0449_1308709.10g | 1,114 11/16/2020 7:11:35.645449PM EST

Distribute To
Distribution ID Type “Distribution ID

User V_PY_ADMINISTRATOR

Return

20. Click the Name link to view the report.

| Comonwealth of Virginia
-4
o B AL SPOT TRAMSACTIONS NOT LOADED TO BAYLINE Run Date: 05/25/2018

Raport ID: VEYRO449 Run Tima: 12:58 00

Bage Ha. 1 of 1

103
19-AUG-2017

23300 VA Museum of Fine Arts
MER Pay Group : BAL
) Dateh_Status :  Clased
Expl Payroll Flan EBenefit Ded One-Time Seperate
Seqk  EmplID Red  Mame Status Type Blan Ded Cede  Deseription Class Amoune Cods Checich
1 TEs5362 0 TE35362,Employes A 10 CURBAS  CVACRE CoVA Care B § oo B a
z T655793 o Employes, Employee TE55793 R az RTCRDJ RETHCT Judicial Retires Health Credit P E] -oo R a

Note: For further information on the SPOT Transactions Not Loaded to PayLine Report, refer to
the HCM Reports Catalog. This Catalog is located on the Cardinal website under Learning.
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SPOT Scenarios

In this section, we will review various scenarios regarding how to enter specific transactions into SPOT.
For each scenario, you will be able to see how to enter the transaction into SPOT and how it displays on

the Review Paycheck page.

Entering Pay Docking (LNP)
In this scenario, we will enter 8 hours of pay docking for an employee in the current payroll (pay period

ending 04/09/2021)

. P, — " o e TN e NI N N
\\‘W/\N;trg;;‘hkﬁgs\ J"\\/.._—/‘\M’/V,\I..—dA M\J/“\’M N G @?BE‘MNW A, e N ‘“\H—-rmh—f\a‘_}
5 Q <
Detail Data Validation | [I¥
Empl Earn - 5 Tax
Comments Seq# Empl ID Rcdp Name Payroll Status Code Description Earns Begin Dt Eamns End Dt Periods Yé

1 @ 1 00415415000 0 Active LNP Insufficient Leave 03/25/2021 03/25/2021 1

[ e S R W U (e N g SNSRI a e Tiew Al
-1 of ~ lew

Benefit Ded Benefit Genl Ded
i, Tax Method Oth Hrs Hourly Rate Amount Taken Subset ID Genl Ded Taken Subset Sepchk #

AP

(_Annual\zed 8.00 21.710000 Deduction Deduction 0

1. Enter/select the following:
a. EmplID
b. Empl Rcd: Defaults to 0. Update if necessary.
c. Earn Code: LNP
d. Earns Begin Dt: enter the begin date of the period the employee is being docked
e. Earns End Dt: enter the end date of the period the employee is being docked

Note: If the pay docking is for a prior period, the employee must have regular pay in that
period for the LNP to process. If the employee does not have regular pay, process the LNP in

the current period.
f. Oth Hrs: enter the hours to be docked (in this scenario 8)
g. Hourly Rate: Enter the hourly rate for the period.

2.  Validate and submit the transaction for approval.
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Review Paycheck Page
In the Other Earnings section of the Review Paycheck page, you are able to see the SPOT transaction

that processed for the employee.
S e I T N e i N I G P el AN

I Begin Date  03/25/2021 End Date  03/25/2021 I Addl Line Nbr 3 Reason
Empl Record 0 Benefit Record ( Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 000 Hours 0.00
Rate 24.038462 Rate 0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State wvA Locality

Rate Used Hourly Rate

Shift Not Applicable Shift Rate
Other Earnings
BF Q 1-10f1 ~ | view Al
Other Earnings Details 1 | ‘ Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount | Source
LNP Insufficient Leave Hourly Rate 8.00 21.710000 173.68 | OP

The LNP displays in the Other Earnings section for the specific period the that it was entered in SPOT.

e S T o N e o e N P N NN, W P e

I Begin Date  03/25/2021 End Date 03/25/2021 I Addl Line Nbr 4 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 24.038462 Rate 0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State VA Locality

Rate Used Hourly Rate

Shift Mot Applicable Shift Rate
©Other Earnings
B Q 1-10f1 v | ViewAl
Other Earnings Details 1 ‘ | Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate -8.00 21.710000 -173.68 OP

R e T 7 T I .

A second line for Regular Time — Salaried (RGS) is automatically created by Cardinal during the SPOT
Load Process for LNP.
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Entering Adjustments to Regular Pay — Hire or Terminated Mid Pay Period

If an employee is hired/terminated in the middle of the pay period a reduction of regular pay may be
necessary. When an employee is hired or terminated within the pay period, the system calculates partial
pay based on an annualized hourly rate and not the pay period hourly rate.

Payroll Administrators will need to calculate what the employee is due using the pay period hourly rate
and enter the adjustment in SPOT.

In this scenario, an employee terminates in the middle of the pay period (11/1).

o The system will calculate the partial pay from 10/25 — 10/31 that is due to the employee at an
annualized hourly rate.

¢ You will need to calculate the amount due using the pay period hourly rate then enter the adjustment
in SPOT.

e For this scenario, the employee needs to have a pay reduction of $41.25.

A T o e S

Detail Data Validation | Il

Comments  Seq# Empl ID EmplRed  Name Payroll Status  Earn Code Description Eams Begin Dt Earns End Dt L:l:r{

1 (@] 1 Q 0Q Terminated RGS Q Regular Tirme - Salaried 10252021 1]

10312021 [ 1

Benefit Genl Ded
%Ti“ Tax Method Oth Hrs Hourly Rata Amount Benefit Ded Taken Sull:sslt 10 Genl Dad Taken Su:sel ‘ Sepchk #
1

Annualized o -1 41.250000 Daduction = Q Deduction  w Q 0 == -

WM

1. Enter the following:

Empl ID

Empl Rcd: Defaults to 0. Update if necessary.

Earn Code: RGS

Earns Begin Dt: enter the begin date of the period the employee terminated
Earns End Dt: enter the employee’s last day worked

Oth Hrs: enter -1

Hourly Rate: Enter the amount of pay to be reduced

@00 oy

2. Validate and submit the transaction for approval.
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Review Paycheck Page
In the Other Earnings section of the Review Paycheck page, you are able to see the SPOT transaction

that processed for the employee.

I N N Y Y e T i

¥ Earnings Q | 4 4 404w | View Al
I Begin Date  10/25/2021 End Date 10/31/2021 I AddlLineNbr 3 Reason
Empl Record Benefit Record ¢ Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours  0.00 Hours  0.00
Rate 24697506 Rate 0.000000 Rate 0.000000
Earnings 0.00 Eamings 0.00 Eamings 0.00
Rate Code Rate Code
State VA Locality

Rate Used Hourly Rate

Shift Mot Applicable Shift Rate
Other Earnings
5 Q 11of1 v | View Al
‘ Other Earnings Details 1 H Other Earmnings Details 2 ‘Ilb
Code Description Rate Used Hours Rate Amount  Source
RGS Regular Time - Salaried Hourly Rate -1.00 41.250000 -41.25 OP

- - _ 1.
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Entering Adjustments to Regular Pay — Change in Compensation from Prior Period
If an employee has a change in compensation, an addition to regular pay may be necessary.

For this scenario, the employee received an increase in the regular pay rate in the prior period. When
this occurs, the Payroll Administrator will calculate the amount of the increase and enter it into SPOT.

In this example, the current pay period is 3/25 — 4/9/2021. The increase is $1 an hour based on 88

hours in the prior pay period, 3/10-3/24/2021, which are entered in the Earns Begin Dt and Earns End

Dt fields.

N AL AT e S [ AN S WW&.%WWM
5 Q

Detail Data Validation | |

Comments  Seq# Empl ID E::"dpl Name Payroll Status EaO';L Description Earns Begin Dt~ Earns End Dt ;Z):

1 1 0 Active RGS Regular Time - Salaried 03/10/2021 0372412021

AMWWMW‘K%W@MMJHMW A A
1ofl v iew Al
Tax Benefit Ded Benefit Genl Ded
Periods Tax Method Oth Hrs Hourly Rate Amount Taken Subset ID Genl Ded Taken Subset Sepchk #
1 Annualized 1.00 88.000000 Deduction Deduction 0

A LV N NN (Y W SV N W Vo

1. Enter the following:

Empl ID

Empl Rcd: Defaults to 0. Update if necessary.

Earn Code: RGS

Earns Begin Dt: Enter the begin date of the prior pay period

Earns End Dt: Enter the end date of the prior pay period

Oth Hrs: enter 1

Hourly Rate: Enter the amount of pay to be added for the employee, based on your
calculation.

@ ~poo0 o

2. Validate and submit the transaction for approval.
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Review Paycheck Page
In the Other Earnings section of the Review Paycheck page, you are able to see the SPOT transaction

that processed for the employee.

A M~~ﬁw~m~muwwﬂwu%-m%\f\m
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I Begin Date  03/10/2021 End Date  03/24/2021 I Addl Line Nbr 3 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 24.038462 Rate 0.000000 Rate  0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State vA Locality
Rate Used Hourly Rate
Shift Not Applicable Shift Rate
Other Earnings
B Q 1-10f1 v | ViewAl
Other Earnings Details 1 ‘ | Other Earnings Details 2 14
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate 1.00 88.000000 88.00 OP
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